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1. Requesting Agency

DSPARTi&Jtf OF EDUCATION

2. Division or Bureau of Requesting Agency

DIVISION OF FIMAKCB AlfP RESEARCH

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No
, , additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

•
Microfilm ond destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

1 .

)

z.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

GEJERAL ec&SKSPCSJDENCE • •..,;.•••-. . ' - . : . . - , . . . , . .

Sizo of Documents* S&' x 11" " ^
Period Covered! 1947 - - ' •::
Quantity: Z drawers (3 cubic foot)
File Arrangement.» alphabetically by subject or correspondent
/ainual Accumulation* 6 l inear inchoa
Disposable /.mount I 1 cubic foot

This f i lo contains correoporjdemco v&th othor Stato and Federal
agencies, counties, jaini^ipalities and individuals concerning tho
functions of tho Division. A largo par* of tho f i lo consists of
correapondonco ralat ing to tho On-tho-Job Training and Qn-thc-Fara
Training progr&na administered by U\a Departtiont*- .

RKGOJ-CSiKDATIOili RliTAlH FOR mm. YEAH3 AFISR CRiSATIOH OR R2C3IPT
. • JUS) THEW DiiSElOY.

BIDIVIDUAL CIii;2JTfS BUDGST3

Fona Ko.» R-7-A
Sisa of Documents! S^1 x H* and 511 x 8*
Period Covered: 1939 - .
Quantity: 8 cubic foot
File Arrangeciontt by d ia t r i c t and alphabetically therein
Annual Accoiail&Lion* Q cubic foot
Disposable .Amount* 5 cubic feot

This fora i s nointained by tho Division for every handicapped ind i -
vidual (cl ient) -.shoo, the Departaont ass is t s in rohnbilitating and

6. Recommendation
of Hall of Records
and Board of Public
Works.

7. Agency, Division or Bureau Representative

Asst. State Supftrint.finriftnt FfthypaTy 1O> T ?55
Signature Title Date

Schedule AufRofizcd as Indicated in Col. 6 by Hall of
Records Commission.

7 & • / ' , C J J V IK^U^-
Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

"EB 1 4 1 9 ^

L
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SCHEDULE j «!*>
NO.

PAGE
NO. £ .

4.
sm

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

3 .

placing In enplaynenfc* I t ehov?s tho budget allowance and expendi-
tures for each cl ient* Included i n ouch expenditures are a r t i f i c i a l .
lir.i>3, hospital and rehabi l i ta t ion coots, This information also i a
sham on tha Closed Case Report (Form 11—9) which i a maintained as a
perr.anont record by the Pivision of Vocational Reliabilitafcion (Sche-
dule 63, approved by the Board of Public YTorks on August 9, 1954) •

Tito rehabi l i ta t ion program involves Federal and State funds and
tho records are necessary for Federal as wall aa State eudit ,

RI£Om:aiDATIOIJ: HSlAlIf FOH THTISE YS.AHS AF7.1X DAT2 OP GLOSURiS AI©
LAST AUDI? ARD Km DLSrriOY»

A C 0 0 U H 7 I K O I T X 0 R D 3 .' -• '•••"•;-.

Period Covered; 1943 -
Quantity: 18 draxmra {«i7 cubic feet)
File Arrangement t chronolo;jic«l
.'tnnuel Accuaulation: 3 draiiero (4.̂ - cubic feet)
Disposable Amount! 13 cubic feet .

M a item includea a l l standard accounting foma uaod by a l l State
02encic3 ea supporting; data to the final book of ontry. Ihe final
book of entry i s to bo retained pomanontly.

Fora %o»

E-l-3
DD-1

none
ncno
none

1-A
47A
10Q-16
39-A
CF-3
100/d*

Ccciptrollor of Treasury Foros

TiUe

Distribution of Charges
Certificate of Deposit
{fomerly I5l-a) IJonthly Report of State Funds

Collected
Distribution of Unexpended and Obligated Balances
ISonthly Gtatonent of Balances »
Mataorandura of Ad,justoent

Purchasing Buroaa, Department of Budget & Procuronent

Requisition for Supplies
Purchaoo Order
Out of Schedule Requisition
Stores Requisition
Eequioition for Equipment (Capital Fund)
Actual idersency and Repairs Report

none
B? Inv. ElOl
BP Inv. B1Q2

Budget Bureau, Department of Budget & Procureasnt

Formerly B3-1 and B3-a
Budget Schedule Aaendnent Sheet
Beport of Fixed Assets (annual)
Report of Uatorial and Soppliea (annual)

WMO

;L;.JC: Y;V-KS

Secretary



(9-1-53)

' Hall of RecoHi

Commission

'' Attck ST FOR RECORDS RETENTIOK'k'd^ ;LE
(Continuation Sheet)

• / , <-•*

SCHEDULE 1 2 f >
NO.

PAGE
NO. 3«
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Jo.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

4 ,

BP Inv. 6 Matorial and Supplies Physical Inventory (annual)

1 thru 11 Budget Est lmtea for l^ocal Tear

Other Accounting Records

Bank Sfcata-onta
Bank Deposit Slips
Bank Deposit Roceipta
Chock Stubs
Confirming Orders • *
These records are necessary for audit purposes,

RBCOKiaJDATIQHt R8TAIN FOR THRES X3.fflS OR UNTIL AUDI1KD, HHICHEVai
13 LA7SR, AND THL21 DESTROY, , '

ACCOyirTDW It£0ftD3 FOR 'THIGH DISPOSAL HA3 a ^ N PROVIPiSP BY A GSKffiAL
n&omd K&imou SGII-DULS

PAYROLL (Pidor to July 1, 1953) She agency copy of thi3 pa^a^oll fom
J i s to bo rotained for five years or un t i l audited, whichever ID

la te r , ezd thon dest.x^^d, (General Schedule Ko. G-l, Item l -d t
approved ty tlio Board of Public 'forks, January 11, 1954).

PAyEOLL JOUHI-I/J. Tho &£cncy copy i s to be retained for three years
or un t i l audited, wliichover i s l a t e r , and then destroyed, (General
Schedule Ko, C—2, Item 1-d, ^proved by tho Board of Public "works,
January 11, 191>«)«

PAYROLL lgC3P?I01?3 Additions snd :i7bccept?.Q-is - The A^oncy copy i s to
be retained for throe yoaro or un t i l audited, •shiebover i s l a t e r ,
and thon dentroyod. (CJ^ieral Schedula Ko, G-&, I tea 3-b, approved by
the Board of Public works, January 11 , 1954).

PAY T?APj*A?.T3 The agency copy i s to bo retained for three years or
unt i l ouditod, v&ichovor i a l a t e r , and thon destroyed. (General
Scliedule Ko. 3 , I tea 3 , approved by toe Board of Public \*orks, iJay
10, 1354).

R"JCI2VI?ICr. T7̂ RR/J?TS (Corptroller of the Trcasary Fora) i s to be r e -
tained for three years or un t i l audited, whichever i s l a t e r , and then
destroyed* (General Schedule No« G-4, I ten 3 , approved by tho Board
of Public Vibrks on L'ny 10, 1951).

TRjftSITrXL TCPjr I>1 or Ŝ ? (Carptroller of the Treamry Fbrn) l a to
be retained fee tiTCQ years or un t i l audited, tahichever i a l a t e r and
then destroyed. (General Schedule Mo* 5, Itea^ 3^ approved by tho
Board of Public Rorte, Jr-ay ID, 1954). ; <"' > ' \\ , , . . , . , v , ynjH
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